
NEW INSTRUCTIONS TO MANAGERS 
 
Referral List # TEST 
 
1. Attached are 2 Adobe Acrobat PDF files (Referral list details, Candidate Resumes) 
corresponding to the referral list # TEST for your review. 
 
A. The first attachment contains the referral list by employment eligibility group. To open 
this file, double click the PDF attachment. Any special instructions will be contained on 
the first page of this attachment. 
 
B. The second attachment contains the resumes for each person on the list in the first 
attachment. To open this file, double click the 2nd attachment. 
 
2. Once you have made your tentative selections, click on the URL below. 
Note: If the link below doesn't work, copy and paste the entire link (starting with "https://" 
and going all the way to the end of the link) into your Internet browser URL address box 
and press Enter or Return on your keyboard. 
 
https://128.190.160.170/staffing/webcert/apps/?%88%8F%99%88^::^KGw_*418013 
002618~t9v^//^0.8240015 
 
(Recommended Browsers to view this Application - Microsoft Internet Explorer 5.5 or 
greater / Netscape Navigator 6.0 or greater. Contact your information systems division if 
you have problems upgrading your browser.) 
 
3. Enter your AKO userid and password to access the application. 
 
4. Make your selection(s) 
Note:  Each candidate is listed by name with "Not Selected" as the default disposition.  
To make a tentative selection, click on the arrow to the right of the "Not Selected" block 
for the person's name you wish to select.  Scroll up the list to "Selectee" and choose it.  
Do the same with each selectee and/or first and second alternate. 
 
In addition to choosing the selectee and/or first/second alternate, you also have the 
capability to annotate applicants who declined.  Just click on the appropriate "declined" 
comment. 
 
5. When you have made your selections and commented as necessary, enter the E-
mail for the return address in the "Forward to E-mail" block. Enter copy to E-mails in the 
"Copy to E-mail(s)" block as required. Separate multiple addresses in the "Copy to E-
mail(s)" block with a comma. 
 
6. Click on "E-mail" to send out the E-mail. 
 



Notice: This communication may contain privileged or other confidential information. If 
you are not the intended recipient, or believe that you have received this communication 
in error, please do not print, copy, retransmit, disseminate, or otherwise use the 
information. Also, please indicate to the sender that you have received this E-mail in 
error, and delete the copy you received. 



Screen Prints – Manager Portion of Web Based Referral List 
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